Navigation Bar Menu

Appendix C

This appendix provides a more in-depth look at Resumix and some of the functionality available

within the application.

Create a new requisition.

Select an existing requisition from
a list.

Search for an existing requisition.

Requisition
R equizition
fg]- NEW
e
g SELECT
Select
5 SEARCH
Search
Resume
Resume
i NEW
i SUMMARY

Create a new resume summary.

Mew Surmmary

Create a new resume search.

Select an existing resume search
from a list.

NEW
~ SEARCH
Mew Search
Sl SELECT
SEARCH
Select Search
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Navigation Bar Menu Icons (Cont’d)

Personal
FPersonal

m

kyp Folders

ky Open Reqguisitions

+a
pac]a
fH
=

My Open Reqgs with MNew
b atches

B

ty Ophions

%

Change Pazsward

=1
& H

Current Configuration
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MY FOLDERS Create folders to personalize the
organization of your work.

MY OPEN Access your open requisitions.

REQUSITIONS

MY OPEN REQS  Search for an existing

WITH NEW requisition.

MATCHES

MY OPTIONS  Customizing the appearance of
Recruiter’s Desktop.

CHANGE Change your password.

PASSWORD

CURRENT Access information about

CONFIGURATION the configuration of your
Resumix System.
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Navigation Bar Menu Icons (Cont’d)

Help
Help I
:%3 ABOUT Access information about the
Recruiter’s Desktop
About
Q FREQUENTLY Access Frequently Asked
Y ASKED Questions.
Frequently Azked QUESTIONS
Lluestions
i;; HELP Access Recruiter’s Desktop Help
. topics.
Help

Host Menu Bar

You can also access all of the navigation bar options from the menu bar.

E Recruiter's Desktop Mi=] E3

File Edit Requistion Resume Personal Administration Help  Fesumis

Exiting Recruiter’s Desktop

You can exit the Recruiter’s Desktop in either of two ways:

1. From Menu Bar, choose File > Exit.

E 2. Click the Close button in the upper right corner of the Title Bar. Click OK in the
Confirmation box.

ﬂﬁl Note: Each tab has a Close button next to the menu button. This button closes
only that particular tab.
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Changing the Resumix Password

From the menu bar or navigation bar, choose Personal > Change Password

E Recruiter's Desktop

File Edit Bequistion Remume RESEG=R Adminiztration Help Besum

R equisition by | My Faolders
Fesume My Open Requizitions
Personal : My Open Reqgs with Mew b atches
— My Options
E I_:Zhar'uge Fazzword
= Current Configuration
by Folders

ty Open B equisitions

-
=]+
iz
+a

ty Open Fegs with Mew
b atches

B

kdy Options

=0

Change Pazsword

&m
L 2|

Current Configuration

The Change Password dialog box appears.

[
~Change Pazsswiord
2ld Password I ok
zancel
Mew Passwiord I

Re-enter Password I
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Using Personal Options

Perzonal

|

kdp Folders

My Open Reguizsitions

1
|-
=]+
+1

ky Open Reqs with Mew
b atches

B

by Optionz

s *

Change Paszword

&m
®E

Curment Configuration

2

The options in the Personal menu enable the user to customize their
workflow and the appearance of Recruiter’'s Desktop.

MyFaders  Organizing My Folders

My folders is used to quickly organize and access the user’s requisitions and resumes.
You can customize your workflow by creating an unlimited number of folders and sub-folders,
which can be moved, renamed, or deleted. It works the same way the folder system works in
Microsoft Windows Explorer and Microsoft Outlook.

Drag and drop a requisition or resume into a folder, a shortcut to the database is created.
Click on the linked item in My Folders to open a requisition or resume. Deleting a linked item in a
folder removes only the link created to the database. It does not delete the resume or requisition

from the database.

Tip: My Folders can be set up to work the way you do. To make the folders appear in a
specific order, begin the folder name with 01, 02, 03, etc. Otherwise, the folder names will
display in alphabetical order. Also, you can delete requisitions or resumes from My Folders after
they have been worked and are no longer needed; thereby, showing only open requisitions or

resumes.
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STEP 1: To create a folder, click My Folders. Click the menu icon ¥|. Select File > New >
Folder. Type a name for the folder.

E Recruiter's Desktop

Fil=  Edit Requisition Regurnd Perzonal Adminigtration  Help Resumid

Requisition h*Fulders |
Rezume
Personal :lil
i

Edit » Delete Sub Faolder -
Help ¥
tdy Folders e

| Type | Added

Fename

LCloze

My Open Reqgs with New
Matches

B

My Options

. )

Change Pazzword

=30
®E

Current Configuration

Recruiter's Desktop

File Edit Hequistion Resume Perzonal Adminiztration Help  Resumis

R equisition by Folders |
Rezume
Personal ﬂﬂ
Mew Folder Contents of "“Mew Folder'

m Marme | Type | Added

by Folders

Type a name for the folder.

RESUMIX/CPDSS User’s Guide to Filling Jobs C-6
AFPC/DPCXT, Revised October 2003



STEP 2: Locate the requisition or resume. Highlight and then left click, drag and hold to My
Folder.

Opens My Folders

Recruiter's Desktop

Fil= Edit Bequizition Resume Personal Adminiztration Help  Fesumis

Requizition Requisition Matches | V4 Requisition Search My Falders
Fesume
= =
Ferzsonal :lﬁlEl El £ :lil
3 Matches I?B i :Il ESUES to b Reviewsd Contents of “FAequsitions b
E — - o z s i Narme
Requisition | Jab Title o OODECERXT00947230564 I
My Folders 5 D4wON0ZE6RS PEST CONTROL E%
f‘_r 0044/ 00026693 FEST CONTROL WORKER e i
f‘_r 005JDPO30E4T EDUCATION SERVICES SPECIALIST .. X
= -
My Open Requistions || &2 DD5/SG001827 PROGRAM ASSISTANT -
& D05ISG0MEE2T HEALTH TECHNICIAN. .. NOTE: This screen shot shows two
& £% ONALGEXT O BER3225744 TELECOMMMUIMICATIONS SPECIALI: folders have been created and placing
- .;_?:"_,: 004 JGEXTO53020225500 YUUI_H-A‘CTNlﬂES CLERK the requisition into the Requisition to be
My Open Beqs with New || & AR
¥ U Matcies L DUGEXTD?'I ?21225? &R COMDITIONING EQUIFMENT MEI Worked folder.
oD b : ATTORMEY-ADVISER [EMNVIROMMEM
::E'_-: OOJUMERTDE29222231 9 FIREFIGHTER
E‘- ::E'_-: OOUMEXT 9B 0201 223135 EQUAL EMPLOYMENT AMD STAFFIM ‘ |
L1 oA e .':F'_ MkdARNANAAALONAN?2N2.ES11 MECHARICAL FRIGIMEER

Recruiter's Desktop

Eile Edit Beguisiion Regume Personal Administration Help  Besumis
Fiequizition Fequizition Matches I Resume Search-KE\-".&NS2884D4| Requisition - DDDECEXT1DDS4?23DSB4| Requisition Searck

e P = = olE | =X
E Matches I?

R equisition | Job Title
My Folders D04W00026583 PEST COMTRC
004/ 00026693 PEST CONTRC
005DPO30547 EpucaTion sif
My Open Requisiions 0SS G001 527 FROGRAM A5
O005)SGO46627 HEALTH TECH
My Open Reqs with Mew
Matches

.| Resumes to be Reviewed Contents of “Requszitions to be Worked'
Requsitions to be 'warked; Name [ Tyne [ Added
1'_-=: OODECE=T10023472.. Requisiion .. BA2/200

DOAUGEXTONBEE3225744 TELECOMMML
DOAUGEXT053020225500 YOUTH ACTIVI
O0AUGEXTOV 721225732 AlR COWNDITIONG
DODECEXT 100847230364 ATTORNEY-AC
OQIUNE=TORZ29222231538 FIREFIGHTER

St T R

You now have the file to work in My
Folders. Remember, deleting a linked
item in a folder removes only the link
created to the database. It does not
delete the resume or requisition from
the database.
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=3

by Options

Customizing Layout with My Options

You can customize the way Recruiter’'s Desktop displays by personalizing the My Options
feature.

To open, click My Options. Three tabs appear: General, Color Coded Tabs, and Resume Match
List.

E Recruiter's Desktop
File  Edit HBeguizition Fezume f'ersu:unal Sdminiztration Help Besumix

— 1 =
Requisition iy I:Izticun

Riesume General | Colar Coded Tabs I Resume Matches List I

Perzonal

Q

by Folders tdatch list alignment I Left j

ty Dpen Requizitions

el
=]+
=]+
+1

ky Dpen Begs with Mew
tatches

=3

by Dptiohz

Stark with this screen I j

= 0K

Cancel

Change Paszword

&m
WE

Current Configuration
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Personal > My Options > General

—hdyp Opticn
General I Color Coded Tabs I Fesume Matches List I

Start with thiz screen |y Folders j
Fs

Search for Requisitions

M atch list alignment My Open Reqgs

d by Open Regs Mew Matches
Mew Resume Summary

Mew Resume Search

Select Hesume Search

Mo Startup Form =

a

Select the form
you want to see
when you log
on.

~ky Option
General | Color Coded Tabs I Resume Matches List I

Stark with thiz screen IM_p Folders j

kdatch list alignmment I T

‘T
Bottom

This displays
where your
Resume and
Requisition
match lists and
the Knowledge
Base window
will appear.

Cancel |

Click OK.
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EXAMPLE SCREEN SHOT OF LOGGING IN WITH SETTINGS FOR “START WITH THIS
SCREEN”:

E Recruiter's Desklop

FEile Edit Heguisiion Resume Personal Administration Help  Resumiz

Reguisition I My Folders I
| x|
S | Contents of “Requsitions to be Warked'
e | Resumes to be Reviewed Name I e I added
£% OODECEXTI008472.. Requistion.. B/12/2002 319:26 AM
Select
%
Search
Flesume
Personal
Adrinistration
Help
HotJobs.com

EXAMPLE SCREEN SHOT OF REQUISITION MATCHES WITH SETTINGS FOR “MATCH
LIST ALIGNMENT”:

E Recruiter's Desktop

File Edit Bequistion Resume Personal Administiation Help  Resumis

Reguisition I Reguisition Matches |

P T =
New Matches lT

Fequisition | Job Title | Manager | Mew Matches |
f"; 004w00026... PEST CON 1}
Select f"; 004w00026... PEST CON 1}
;1"; O0SJDPO30.. EDUCATIO 1}
Y ;1"; 005JSG001...  PROGRAM 1}
% DORISGOME. HEALTHT 1}
el 5 0UGERT__TELECOM 0

Requisition Search | by FUI\:IersI
| x| | 7]
Sta dc

[ Reguisition Jabr
D | code |
satus | =[] e |
Recruiter IEvans, Katherine j Type Ii

—Drate: Shift I

From To
Status | [ salay |
Needed I | Class I
Created | [ Budgeted |

Resume B EED Type I
Department

Personal

Adninistation Name | 2| Cocation |
Help Managar | j
HRRep | =]

HotJobs.com
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Personal > My Options > Color Coded Tabs

You can set up and customize the color for groups of Requisition, Resume, and Administration
tabs. Your choices of different colors will make each group of tabs look distinctive.

STEP 1: Click the Requisition, Resume, or Admin Tab.

“by Option
General Calor Coded T abs I Fiesurme Matches List I

Fiequisition | Fiesumel Admin |

~Major Tab——————————

Major Tab: The Requisition,
Resume, or Administration tab
at the very top of your screen.

B ackground L

Active Text - =

Background: Background of
the currently selected Major
Tab including the tool bar.

—tinor T ak

Active Bkg - Ii"|

Achive Text I:I Ii"| m
~

N

Minor Tab: Any subtab
under a Major Tab.

Active Bkg: Background of the
currently selected Minor Tab.

Active Text: Text on the Major
or Minor Tab when the tab is
selected.

STEP 2: In the Major Tab area, click the Open g button to the right of Background.

STEP 3: Select the color for the background of the Major Tab.

~hdy Option:
General Calor Caded Tabs | Resumne Matches Llstl

Requisition | Hesumel Admin I

verview [T | Color

Major Tal
(Background I:l @l
Basic calars:

TS
|_ Iy el |
_ il h el )
I

LCustom colars:

oL Coe NN NN
EEEEEEEN

[ 7] ]

Define Custam Colors > |

‘ Cancel |

STEP 4: Click OK.
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STEP 5: Repeat Steps 1-4 for the Major Tab Active Text, Minor Tab Active Bkg, and Minor Tab
Active Text.

~hy Dption —

Gereral  Calor Coded Tabs | Resume Matches List I

Resume | Admin |
rMajor Tab———————

Background l:l El
- Detail I Active Text - El

Minor Tab———————

Active Bkg - D|
Active Text - Dq‘l

< ak ) Cancel

STEP 6: Click OK.

EXAMPLE SCREEN SHOT ON HOW A REQUISITION WOULD APPEAR:

E Recruiter's Desktop

File Edit Requizition Resume Perzonal Adminigtration Help  Resumix

R equizition || Requisition - DODECEXT 100847230864 | Py FD|I:|E[SI
e | x| 0| 2| B8] 5| =
New -Qetail | Tracking | Custarm | ﬂntes' Resume Eearch' Fost |

Track to Candidate ”

Adminl Jaohb |Tracking|

Select O0DECEXT100847230864
.;@ Rdministrative
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Personal > My Options > Resume Matches List

~ky Optior

Generall Color Coded Tabs  Resume Matches List |

¥ Last Mame

[¥ First Mamne

[~ tiddle Name

¥ Received

¥ Scare

¥ Tiacked Reqgs

[~ Last Tracked Req 1D
I~ Last Tracking Activity
[~ Last Tracking Status

Select the information you want to display in the Resume Matches List.

Rezume Matches |

Cancel
A

EXAMPLE OF SCREEN SHOT OF RESUME MATCH LIST:

Select the information you want
to display on the Resume
Matches List.

Click OK.

| Score | Tracked Reqgs |
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Last Mame | First Mame | Received
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i sl 2001
o sl 2001
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